dugc nhan vao lam la dac biét danh cho mot cong
viéc cu thé trong nha ma quy vi dang xin dugc cGu
xét d€ di lam. Mat loai viéc lam c6 thé dugc st
dung & nhiéu dang khac nhau clia cac nha; vi vay,
trugc khi quy vi di phéng van, quy vi nén quen
thudc v6i ton chi va cac chiic nang clia nha dé va
cdch ma cong viéc quy vi dang dugc phéng van sé
c6 dong gbp vao.

GIAI POAN 6: THOI GIAN TAP SU

Khi quy vi dugc nhan vao lam, quy vi sé phuc vu
mot thai gian tap su t sdu thang dé€n mot nam. Quy
vi s& nhan ba bdn bao cdo tap su do quan ly vién
truc thudc clia quy vi phé chudn. Céac bao céo nay
sé dugc ban thado véi quy vi va dugc mét quan ly
vien khac xét duyét. Khi quy vi hoan tat my man
thoi gian tap su cia quy vi, quy vi sé dat dugc thé
ché& vinh vién [am mot nhan vién cta Tiéu Bang.
CAC THONG TIN QUAN TRONG KHAC

Piém Uu Tién Vé Céng Viéc: vai ky thi M& Rong/
OPEN c6 cho diém cho hoi da diéu kién cong nhan
ctia chinh tidu bang. Néu Bidm Uu Tién V& Cong
Viét dwoc tinh, ky thi s& dwoc tuyén bd 1a Khong
Thang Chtrc/Nonpromotional. Ba diém sé& dwoc
cong vao téng sé didm cha thi sinh va chi ¢ cho
nhirng thi sinh ndo dau toan thé bai thi ma thoi.
Thay D3i Pia Chi: N&u quy vi doi nha di trong qué
trinh thi ¢ hodc khi quy vi cé tén trong danh sach
tuyén dung, trdch nhiém ctia quy vi la bdo cho nha
diéu hanh ky thi dugc biét. Quy vi nén nop Mau
Don Thay D3&i Thong Tin (Change of Information
Form (SPB315) hodc thu thinh cau khac, dé€n nha
kiém thi cé ghi trong thu thong bao két qua thi clia
quy Vvi.

Nhan Két Qua Thi: C6 thé phai mat d&én bon tuan
dé chdm diém cho mdi phan cla ky thi va dé thong
bao cho tdt cd cac thi sinh. Néu quy vi khong nhan
dugc thu thong bao trong vong tdm tudn k& tii ngay
thi, quy vi nén lién lac d&€n nha diéu hanh ky thi.
Neén git mot bdn sao clia Thu Thong Bao K&t Qua
Thi (Notice of Test Results) co du kién nhu la tya dé
cua ky thi, nha thi, va s thi sinh/ID Number, dé&
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phong khi quy vi can lién lac d&€n nha diéu hanh ky
thi vé két qua thi clia quy vi hodc danh séch hoi du
diéu kién.

Piém Uu Tién Cyu Quan Nhan: dugc tinh trong cac

ky thi gia nhap MO RONG/OPEN VA MG RONG
KHONG THANG CHUC/OPEN NONPROMOTIONAL
6 doi héi trinh do hoc van thap hon t6t nghiep dai
hoc VA hai nam kinh nghiém. Trong ky thi M& Rong/
OPEN, hdi du diéu kién Ciru Quéan Nhan, Qua Phu/Qué
Phu cla Cru Quin Nhan va vo' cla Toan than bét toai
Cuwu Quin Nhan dwoc hudng 10 didm. Hoi da didu kién
tan tat Cu Quin Nhan nhan dwoc 15 diém. Trong Ky
Thi Khéng M& Rong/OPEN NONPROMOTIONAL héi

d0 diéu kién Cyu Quan Nhan nhan duoc 5 diém. Hoi du
diéu kién Tan phé Cwu Quin Nhin nhan duoc 10 diém.
Theo lut, 18950., 18951, 18951.5, ai di nhan diém vé&

Uu Tién Cwu Quan Nhin rdi, s& khéng dwoc hdi di didu
kién cho U'u Tién Diém V& Cong Viéc. GHI CHU:

PIEM UU TIEN CUU QUAN NHAN KHONG PUOC
DUNG KHI MOT CUU QUAN NHAN PAT PEN

THE CHE DAN VU VINH VIEN. Ban cong béo ky thi
s& cho quy vi biét xem Diém Uu Tién Cyu Quan Nhan
s& dugc tinh hay khong. D& dugc diém uu tién cuu
quan nhan, hay 1a8y M4u Bon Xin Bugc Uu Tién Cyu
Quan Nhan (Application for Veterans Preference Form
(SPB-1093)) ti trang Web clia SPB hodc nha nao mé

ky thi va nop d&€n SPB. Mau don nay c6 cac huéng
dan vé cach dugc diém uu tién cyu quan nhan va thd
tuc dé bdo dam la cac diém uu tien nay dugc cong

vao diém thi chung két ctia quy vi.

Lién Lac vé Tuyén Dung: Théng thuwdng la nhikng thi sinh
ndm trong sanh sich hdi dl diéu kién (Ba buc diém cao
nhét) s& dugc théng bio d& ndp don cho viéc lam. Theo
nhiéu nhu cau, bwc didm cla thi sinh trén sanh sich hai du
diéu kién s& thay dbi. Thi sinh c6 thé coi buc diém clia ho
trong sanh sach hdi dd diu kién thwéng xuyén qua mang
cla SPB web. Tin tlPc nay duQc truy cap o
http://www.spb.ca.gov/jobs/exams/eligible_list_disclosure.htm
Méc du quy vi khong bi b3t buoc phai phdng van cho
tiing cong viéc hodc phai nhan cong viéc dau tién dugc
giao cho, quy vi dugc yéu cau phai hdi dap tat cd cac
lien lac vé tuyén dung. N&u quy vi khong hdi dap téng
cong la ba lién lac hodc |16i moi nhan viéc, tén ctia quy
vi s& bi loai ra khéi danh sach tuyén dung M3
RONG/OPEN. Ngoai ra, khi quy vi nhan 14 thu lién lac

(Standard Clearance and Waiver Form, Mau Tha Tuc Khai
Thong Tiéu Chudn va Bic Mién), diéu cap bach 1a quy vi
phai hdi dap, ngay ca khi quy vi khong mudn dugc phéng
van. Néu quy vi khong hdi dap, quy vi sé bi coi nhu
khong con mudn duge nhan viéc lam tr danh sach dé
nlfa, va tén clia quy vi sé bi dua vao dién khong hoat
dong. D€ dugc trd lai dién hoat dong, quy vi phai viét thu
dén nha diéu hanh ky thi.

Chitng Minh T6i Thiéu Cho Hdi Pi Piéu Kién: Nhidu ky
thi doi hoi thi sinh phai tu chting minh 1a hoi di diéu kién tdi
thiéu khi nop don dé thi. Nhu la di doi hoi, mdi thi sinh phai
chiéu trach nhiém v& chiing minh hoi dii diéu kién t5i thiéu ciia
minh trude khi duge c6 tiéu chuin dé thué nhan. c6 thé can
phéi chiing minh bang chinh ciia Hoc Ba, hodc la bing danh
may voi két qua 40 chir mot phit. Tén ciia thi sinh c6 thé bi
ngan lai, hoac la Iéy ra khoi sanh sach Hoi Du Diéu Kién néu
thi sinh khong ching minh cho su t6i thiéu hoi du didu kién
ndy, hodc 3 bi diéu tra ra |a khéng hoi du didu kién tdi thiéu.

Gian Lan: Mot thi sinh ma gian 1an trong bt cG phan
nao cla ky thi dan vu sé bi loai trif ra khéi qua trinh thi
cli, bi loai bé t cac danh sach tuyén dung khac ma thi
sinh nay da dugc da diéu kién, bi cdm khong dugc tham
gia vao cac ky thi cli trong tuong lai, va c6 thé bi truy t&
hinh su.

Cach Tim Pugc Viéc Lam

V6i Chinh Phii Tiéu Bang California

THONG TIN LIEN LAC

STATE PERSONNEL BOARD
801 CAPITOL MALL P.O. BOX 944201
SACRAMENTO, CA 94244-2010
(916) 653-1705
1-866-844-8671
(Dung cho goi ngodi viing buu cuc 916)

TTY*(916) 651-8782
*TTY la mot vét dién tdr ding cho ngurdi diéc va s6 do chi
hop cho hé thOng dién tlr d6 ma théi.

Cong V...

HOI PONG PAC TRACH
NHAN VIEN CUA
TIEU BANG CALIFORNIA

www.spb.ca.gov

Tuyén Dung 6 Thé Ky 21

Tuyén Dung O’ Thé Ky 21




Cac viéc lam dan vu cla Tiéu Bang dugc thué nhan
nhan vién qua cac ky thi m& cho moi ngudi bat ké
chling toc, mau da, tin ngudng, ngudn goc qudc gia, t&
tién, phdi tinh, tinh trang gia cdnh, tat nguyén, quan
hé chinh trj hodc ton gido, tudi tac hay khuynh huéng
tinh duc. Khong can phai la thudng trd nhan

clia California, va chi can c6 qudc tich Hoa Ky =\

v

cho céc chtic vu vé an ninh trat tu. 2 k

Quy vi c6 thé nop don xin thi cac ky thi clia

Tiéu Bang chf khi nao céc ky thi nay dugc

thong béo (t hai dé€n b&n tuan trudc ngay cudi

phdi nop don). Tap sach nay 1a ban hudng dan

vé qué trinh tuyén chon qua 6 Giai Doan, bat dau tu
viéc tim nai thi va két thic qua viéc hoan tat thoi gian
tap su. Quy vi hdy doc tap sach nay cin than va 6n
lai khi quy vi ti€n hanh cdc giai doan.

T4t cd duong don déu phai biét doc, viét va néi Anh
ngti dén mic dugc quy dinh dé& thi hanh cong viéc.
Tat cd cac don xin déu phai dugc hoan tat bang Anh
ngli va tat ca cac ky thi tuyén dung clia Tiu Bang déu
dugc thuc hién bang Anh ngti. Cac ky thi dugc cung
cép qua Hoi Pong Dac Trach Nhan Vién cta Tiéu
Bang (SPB) va qua céc nha riéng biét cla tiéu bang.
Ban cong bao dugc ban hanh do nha c6 mé ky thi va
sé cho quy vi biét cach va noi nop don.

LAM THEO 6 GIAI POAN NAY
GIAl POAN 1: THU THAP THONG TIN

Cach Tim Théng Tin: Cach dé nh4t dé biét c6
nhiing ky thi ndo dang md 1a dén xem trang
Web ctia SPB &: www.spb.ca.gov. Quy vi
cting c6 thé dich than dén Trung Tam

Dich Vu & Sacramento (Sacramento Service
Center) clia SPB dé truy cap vao trang Web
clia SPB, thu thap cac thong bdo ky thi, don
xin thi, cic mau don, va c4c tap sach khac vé
thd tuc thi dan vu. Dia diém va gio lam viéc cla
Trung Tam Dich Vu dugc liét ké trén trang Web ctia
SPB. Van phong Nha Phat Trién Nhan Dung (EDD) &
dia phuong quy vi c6 thé nhan dugc cac thong bao
danh cho hat vé& nhiing ky thi dan vu ctia Tiéu Bang
va c6 thé c6 sdn cac don xin va cac tap sach khac.

Thong Bao Ky Thi: Khi quy vi tim dugc mot ky thi ma
quy vi dang mudn xin, hdy 18y mot ban sao clia ban
cong b&o va mot don xin tf nha diéu hanh cujc thi.
Poc bdn cong bao khi quy vi dién don clia minh. Quy
vj cling c6 thé mudn xem lai ban cong bdo nay khi
tha tuc thi ¢t tiép dién.

2 Céng Vu...

g

@

www.spb.ca.gov

GIAI POAN 2: NOP DON XIN THI

Cach Ngp Pon: Don Xin Thi Ky Thi cta Tiéu Bang (STD-

678) c6 s&n & SPB va EDD hodc c6 thé 14y ti trang Web
clia SPB. Poc ky Iudng mAu don nay va trd 15i tat cd cac
cau hdi c6 ap dung cho quy vi. Cam on su hgp tac clia
quy vi qua viéc trd 15i cac cau hdi & phan cudi clia don
xin. Panh mdy hodc viét chi in bang muc ro rang trén
don xin cGa quy vi. Pon xin dugc dién day da la mot
dién hinh cho ky ning doc hiéu, khd nang lam theo su
hudng dan, va su chd y dén tiing chi tiét clia quy vi.

Quy vi c6 thé mudn giti lai cho minh mdt ban sao phong
khi sau nay quy vi cin xem lai. Ban cong bao vé ky thi sé
cho quy vi biét nai nop don, hodc cho biét quy vi c6 phdi
dich than dé&n nop hay khong, va ngay cudi dé xin (han
chét dé nop don). Vai ky thi c6 thé dugc mé lién tuc. Han
chét dé nop don ghi trén ban cong béo sé c6 ghi “Lién tuc”
hodc cho biét mot ngay nhat dinh ma quy vi phdi nop don
clia minh. D4u buu dién trén phong bi sé dugc dung dé
quyét dinh xem quy vi c6 nop kip thai han chét khong.
Don np tré sé khong dugc chap nhan.

Xem Xét Pon Xin: Néu quy vi khong hdi di cac quy dinh
t8i thidu, quy vi s& nhan dugc mot |4 thu trong vong hai
tuan sau ngay chét dé nop don. Thu thdng céo sé cho biét
la quy vi c6 bdy ngay dé cung cap thém cac thong tin lién
quan dén viéc hoi du diéu kién clia quy vi. N&u quy vi hgi
du diéu kién va ky thi khong c6 thi viét, quy vi sé dugc mot
la thu trong vong mot thang sau ngay chét dé nop don.
Né&u quy vi khong nhan dugc thu bao cho biét da nhan

nop dan, quy vi nén lién lac véi nha diéu hanh ky
thi.

Néu ky thi c6 thi viét va quy vi chua nhan dugc thu ti€p
nhan trong ndm ngay trugc ky thi viét c6 ghi trong ban
cong béo, thi hay goi cho nha diéu hanh ky thi. Nhan vién
G do sé xét xem c6 nhan dugc don xin ctia quy vi hay
khéng, cho quy vi biét dia diém thi va cung cap thong tin
vé cach lam th& nao dé quy vi trinh dién véi giam thi khoa
thi.

GIAI DOAN 3: CHUAN Bl CHO KY THI

Xem lai bdn cong bao va doc phan c6 tya dé “Examination
Information” (Thong Tin vé Ky Thi). Phan dé sé& cho quy vi
biét loai bai thi nao sé dugc st dung va tiing loai bai thi sé
c6 &nh hudng gi (con dugc goi 1a “weight”) dén s6 diém
chung k&t cGia quy vi. C6 vai két hop va kiéu khac nhau.

» dugc don clia quy vi sau mot thang ké tr ngay chét dé

Bat ci mot hodc mot két hgp cla cac loai thi duge miéu
td & day déu c6 thé dugc dung. Hay doc cin than phan
“Scope” (Pham Vi); phdn nay sé cho quy vi biét chii dé
gi sé dugc dua ra trong ky thi.

N&u quy vi b tat nguyén than thé ma c6 thé can
dugc trg gitp trong lac thi ¢, quy vi nén mot
bdn sao clia cac tap sach “Thang Tin Quan
Trong Danh Cho Ngudi Bi Tat Nguyén Dang Xin %
dugc Thi Cac Ky Thi Dan Vu cda Tiéu )
Bang” (“Important Information for Persons with
Disabilities Applying for State Civil Service Ex-
aminations”) (SPB-83).

Cac ky thi viét c6 thé c6 & rat nhiéu dia diém khac nhau
trén khip California. Cac ky thi néi va thi hiéu nang
thuding chi c6 8 nhiing khu do thi 16n. Cac thi sinh
khong dugc bdi hoan phi tdn di lai tif cac dia diém thi.

Thi Viét: Ngay thi c6 in trén ban cong bao ky thi. Cac
ky thi viét thong thudng 1a nhiing cau hdi tric nghiém.
Sau ky thi tif sdu dén tdm tudn, quy vi nhan dugc thu bao
cho quy vi biét minh c6 dau hay khong, nhung quy vi sé
khéng nhan dugc ty 1& bach phan clia s6 diém cho dén
khi qua trinh thi ct dugc hoan tat. Néu ky thi chi c6 dau/
rét, thi cac diém thi sé khong dugc tinh ra.

Thi N6i/Phéng Van: Ky thi n6i c6 thé dugc goi la
“Th&m Dinh Ning Luc Chuyén Mon”(Qualifications
Appraisal), “Thd&m Dinh Phét Trién Nhan

Vién” (Employee Development Appraisal), hoac “Sat
Hach Kha Ning Tién Chic” (Promotional Readiness
Examination). Trugc khi di phdng van, hay on cac phan
“The Position” (Chdc Vu), “Examination Informa-

tion” (Théng Tin vé Ky Thi) va “Scope” (Pham Vi) trong
ban cong bao ky thi. Trong khi phéng vadn, mot hoi
dong tif hai d&€n ba ngudi nao da xem xét don xin clia
quy vi sé thuc hién cudc thi néi/phdng van. Hoi dong
nay cé thé hdi quy vi vai cau hdi vé tinh huéng va hdi
thém chi tiét vé nang luc chuyén mon cla quy vi. Nén
chudn bj dé thao luan vé& hoc van va kinh nghiém cla
quy vi, vé cdch ma hoc van va kinh nghiém da chuin bij
quy vi cho cong viéc nay, ciing nhu cdc muc tiéu va sé
thich nghé nghiép clia quy vi. Trong ky thi n6i/phdng
van, quy vi s& c6 co hoi bay td ndng luc chuyén mon
clia quy vi d&€n hoi dong la nhiing ngudi sé cham va so
sanh quy vi véi nhiing thf sinh khac.

Tw Dong Thi Cr Trén Trang Web: cac thi clr cho

nhiéu viéc lam doi hdi qui vi phai di&én don va hoan
t4t ghi vao s hoc van va kinh nghiém trén mang
Web, réi dén noi mé ky thi dé lay bai kiém trén vi
tinh. Thong tin v& nhirng cudc thi nay dwoc truy cap
gua mang cta SPB'S & www.spb.ca.gov.

Thi Hi¢éu Nédng: Cic loai viéc lam vé nghé thg va
thu ky thudng c6 mot ky thi hiéu niang dé cac thi
sinh trinh bay ki€n thdc cda ho vé dung cu va vat
lieu hodc kha ning diéu khién cac may méc hodc
thiét bi.

Pon B§ Sung/Thi Panh Gia Thanh Qua: gdbm cac
cau héi tric nghiém/bai luan da dugc gdi trudc cho
céc thi sinh dé nop lai truéc khi c6 ky thi néi/phéng
van. C4c cau trd 15i dugc hoi dong phéng van ding
nhu mot ban chi tiét vé hoc van va kinh nghiém clia
quy vi.

Tham Pinh Hoc Van va Kinh Nghiém: Khi ban
cong bao ky thi cé néi 1a cé thé c6 cupc ThAm Dinh
Hoc V&n va Kinh Nghiém, diéu tuyét dsi quan trong
la quy vi phai dién don cang day dd va thau dao
cang tot. Diém cla loai thi nay sé hoan toan l&
thudc vao thong tin ma quy vi cung cap trong don
ctia minh. Sé khong c6 thi viét hoac phong van.

Kha Ning Thé Luc/Sy Nhanh Nhen: Déi v6i nganh
cong luc va cac viéc lam khac, thudng cé céac ky thi
kha nang thé luc va thuong dugc két hgp véi cac ky
kiém tra thi lyc va thinh gidc. Nhing ky thi nay
thudng c6 truéc khi dugc nhan vao lam.

GIAI DOAN 4: DANH SACH TUYEN DUNG

Tén clia nhiing ngudi nao thi dau tat cd cac phan
clia ky thi sé dugc ké ra trong danh séch tuyén dung
cho loai viéc, nha nao clia ti€u bang va dia diém
dugc ghi ro trén ban cong bao ky thi. Khi c6 cong
viéc trong nganh dan vu cda Tiéu Bang, nhiing ngudi
c6 ba diém cao nhat trong danh sach tuyén dung
thich hop sé dugc lién lac trugc tien. Nha c6 quyén
tiy y thué nhan bat ci ngudi nao dugc. ching nhan
la c6 diéu kién dugc hudng tif danh sach tuyén dung
hodc nhiing nguvi khac hoi du diéu kién.

GIAI POAN 5: PHONG VAN PE THUE NHAN

Ky thi néi ma quy vi c6 thé da thi la mot phan cla
qué trinh thi cf d€ quyét dinh ning luc chuyén mon

clia quy vi d6i véi loai viéc lam. Cudc phdng van dé
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